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SECTION 1: EXPLANATION
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1.1 INTRODUCTION

In an ongoing effort to improve your experience with the Michigan Tobacco Electronic
Filing System recent modifications have been made to method that is used to create
inventory adjustments for stamps. This change will affect only the Stamp adjustments
that are created, there are no changes for Cigarette or OTP adjustments at this time.

This document should be used in addition to the Michigan Filer User Manual. This
document is not all inclusive of the system as it only contains information regarding the
recent changes to the stamp inventory adjustment screens and functionality.

The inventory adjustment screen has been formatted to mimic the screen that is currently

used by the tobacco community to enter their schedule details.

1.2 DEFINITIONS

With the advent of the new screens the user may encounter some items and or
descriptions that they are not familiar with. Please use this section to assist in
determining the

Stamp Code — Mandatory Field — The stamp code is also called the stamp type. The
options that are available to the user are:

1A Standard Roll 20 1B Standard Pad 20
1C Standard Pad 25 1D Standard Pad 1
11 Indian Roll 20 21 Indian Pad 20
3l Indian Pad 25

Full Roll/Pad Checkbox - This checkbox is used to indicate if an entire roll or pad is
being adjusted. This is an either or situation, you must choose either Full or Partial. The
system will default to the Full Roll/Pad checkbox.

Partial Roll/Pad Checkbox — This checkbox is used to indicate if only a portion of a
roll or pad is being adjusted. This is an either or situation, you must choose either Full or
Partial. The system will default to the Full Roll/Pad checkbox.

Adjustment Reason — Mandatory Field — The user must list an option in the adjustment
reason box to indicate the reason for returning the stamps. The user can choose to either
type in the code or select the reason from the list. The Adjustment Reason options that
are available to the user are:

BD Bad Debt DG  Damaged Goods

Ol Other Inventory Adjustments PR Product Return

RR  Returns from Retailers SS Short Shipped
TB  Transfers between Branches TT  Theft
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Quantity of Rolls/Pads — This field will contain the quantity of rolls or pads that are
being adjusted. The method that this box will be filled is based upon other selections
made by the user on the form. For more information regarding this see the section titled
“Screen Functionality” .

Quantity of Stamps - This field will contain the quantity of stamps that are being
adjusted. The method that this box will be filled is based upon other selections made by
the user on the form. For more information regarding this see the section titled “Screen
Functionality”

Serial # Not Readable Checkbox — Optional — There may be times when the user is
returning stamps but they are unable to read the serial number that is being returned.
This checkbox is provided for this situation. This box should only be used when the
serial number is not readable. For more information regarding this see the section titled
“Screen Functionality”

Stamp # Not Readable Checkbox — Optional — There may be times when the user is
returning stamps but they are unable to read the stamp number(s) that is being returned.
Stamps that were purchased prior to the October 2008 modifications did not have stamp
numbers. This checkbox is provided for these situations. This box should only be used
when the stamp number is not readable or unavailable. For more information regarding
this see the section titled “Screen Functionality”

Begin Serial # - Mandatory (if Serial # Not Readable Checkbox is unmarked) - This
represents the beginning roll or pad the affected stamp or stamps are associated with. For
more information regarding this see the section titled “Screen Functionality”

Ending Serial # - Mandatory (if Serial # Not Readable Checkbox is unmarked) - This
represents the ending roll or pad the affected stamp or stamps are associated with. For
more information regarding this see the section titled “Screen Functionality”

Stamp Attribute — Auto Populate — The attribute field is a description of the stamp. The
attribute field was created to help disseminate between old and new stamps. This will be
used at any time when Michigan changes the physical appearance (attributes) of their
stamps. This field will auto populate based on the serial numbers that are entered. If
there is a situation where the serial number that was entered could be either old or new,
the field will auto populate with the choice of which attribute should be used. The user
would choose from the drop down the correct attribute.

Beginning Stamp # - MANDATORY - (if Stamp # Not Readable Checkbox is
unmarked) - It is a mandatory field whether full or partial roll is checked. If full roll / pad
is checked, this field will automatically contain a 00001. If partial is checked, the user
MUST fill in the begin stamp number that they are returning. If the stamps that are being
returned are older than Oct 2008, there will not be stamp numbers and therefore no
number is required.
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Ending Stamp # - MANDATORY - (if Stamp # Not Readable Checkbox is unmarked) -
It is a mandatory field whether full or partial roll is checked. If full roll / pad is checked,

this field will automatically contain a 30000 or 001500 respectively. If partial is checked,
the user MUST fill in the end stamp number that they are returning. If the stamps that are
being returned are older than Oct 2008, there will not be stamp numbers and therefore no
number is required.

Add button — upon entering the screen this button must be pressed in order to begin
entering inventory adjustments. If the user has already entered adjustments and is adding
additional adjustments then the add button must be pressed.

Change button — this button is used to change an existing adjustment.

Delete button — this button is used to delete an existing adjustment. Note: this does not
delete ALL adjustments. It will only delete the adjustment that is highlighted in the list
portion of the screen.

Duplicate button — this button contains similar functionality to the schedule detail screen
in the existing Tobacco Tracking system. If the user has several adjustments that have
several items in common they can use the duplicate button to quickly enter multiple
adjustments.

Save button - this button should be used to save the individual adjustments that are
entered in the bottom portion of the screen. After each adjustment is entered, pressing
the Save button will add the adjustment to the list portion of the screen and allow for
entry of another adjustment.

Submit button - this button should only be pressed when you are finished entering all of
your inventory adjustments. You may enter more than one adjustment at a time.
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SECTION II: SCREEN WALKTHROUGH
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2.1 INVENTORY ADJUSTMENTS SCREENS

NOTE

Important Note to Users: The screens contained within this manual have been
modified insomuch that all private data has been removed. For this reason, some
screens that are shown appear to have ‘blank’ areas. These areas normally contain
data, but that data has been removed for the purpose of this document. A list of items
that are considered to be private information include but are not limited to: FEIN
(Federal Employee Identification Numbers ), License Numbers, Branch Numbers,
Company Names.

The method that a user will enter the inventory adjustment screen has not changed. The
user will continue to use the login page and then they will be directed to the Main Menu
screen. From the Main Menu, the user will press the Inventory Adjustment button.

M QA | Michigan Tobacco Tracking System

Welcome to the Michigan
____________________________________ Tobacco Tax Electronic Filing Program

Tax Retumns

Motice to the User

Instructions for electronic filing are available for download at
wwnw.michigan. govitobaccotaxes

This application works bestwith a browser of Internet Explorer 5.5 ar greater. To upgrade:
Internet Explarer Users - Flease referto Microsoft's Downloads Web Site for more
instructions and downloads.

Metscape Users - Flease refer to Metscape's Downloads Web Site for more instructions
and downloads.

Flease make your selection fram the Main Menu an the left. Mote: 'Exit’ will terminate wour
current session and close your browser windows.
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The inventory adjustment list view has not changed. The user will see all of their
previous adjustments. The statuses of the adjustments have not changed. The approval
process for adjustments remains the same.

M QA | Michigan Tobacco Tracking System

ATENLOTS

dreasuny

Confirmation Murmber
Hew lresentany Adjustmeant ‘ Detailz ‘ Tax Return List Starmp Order List ‘ Cloze
Reset Filters
Confirmation # FEIM License Branch Reguest Dt | Requested By Tot Gy Type Status Dt Status
00047817001 02/04/09 YICIMIM1 1] Stamp 02/04/09 In Process =
ann 01 NIk 1 Stamp
00047815001 02/03/09 1 Stamp 02/03/09 InProcess
00047813001 02/02/09  WICIMNIMT 1 Stamp 02/02/09 Pending Approval
00047203001 M/30/09 GALLEGOSE 1 Stamp /30409 In Process
00047804001 01./30/09  WICIMIMT a Stamp 01/30/09 Cancel
00047733001 01/30/09  MITOD45E a Stamp 01430709 In Process
00047777001 M/27/09 GALLEGOSE a Stamp /27/09 Cancel | |
00047776001 M/27/09  MITOD45E 1] Stamp M/27/09 Pending Approval
00046521001 03/14/02  MITOD452 7806 OTP 0217028 Approved
00046520001 03/14/08  MITOD452 102 oTR 031708 Approved
00046573001 03/14/08  MITOD45E 73BAT  OTP 03A17/08 Approved
00046573001 03/14/08 MITOD452 320798 OTP 0317/08 Approved
00046576001 03/14/08  MITOD458 27 oTR 0317708 Approved
00046572001 03/14/02  MITOD452 1292 0OTP 0217028 Approved
00046568001 03/14/08 MITOD458 123600 Cigarette 0341708 Approved -

<WEB FILER> -» Inventory Adjustment List

-10 -
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From the adjustment list, if the user selects an adjustment that was created by someone
who works for the State of Michigan the user will not be able to make any changes,
additions or deletions. The screen shot below shows the screen when an adjustment is
chosen that has been created by someone at the State of Michigan. The Access type
shows Inquiry and all of the buttons are disabled except for the Close button. This allows
the users to view the adjustment only.

Bl OA | Michigan Tobacco Tracking System (MITO0456)

Name: TOBACCO & CANDY CO [ FEmsssh: | License: | Branch: Wwe M
Corfirmation #: 00047516001 Taw Wil | Fieturn Type: Seq: |Status: In Process | Access [nouiny

Account Branch = Adjustment Type | Cigaretiz L= Stamps |

'Begin 'Begin CEnd | Erd | I Stamp Code I I Stamp Attribute Rl | Stamp I Adjustment [ Last
Serial | Stamp | Stamp | Serial | Cd Description [ Drescription Pad Oty Reazon UsgerlD

Standard-Roll20 8 0O f andard Aol 1 VICINIM1

4|

Adjustment Reason Stamp Code Stamp Attribute Save
0G| ~|DAMAGED GOODS 14 7 [|STANDARD-ROLL-2C 18 - [0CT 2008 MODS STAMDARD ROLL 20 Add
® Full Rall / Pad Beqin Senal # End Senal # Seral # Beqin Stamp # End Stamp # Stamp # Chanae
" Parlial Rall £ Pad {00000 {00000 I bat Readable [1 130000 [" Nat Readable Duplicate
Delet
Quartity Ralls / Pads |1 Screwed up =
QBE'CR Quantity Stamps (30000 Mates

WEB FILER> - Inventory Adjustment List > Inventory Adjustment Detail

-11 -
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The user can only modify Inventory adjustments that have been created by either
themselves or another user id that has been associated to theirs. In the screen below, the
user has selected an inventory adjustment that they have created.

M QA | Michigan Tobacco Tracking System (MITO0456)

..| JELF'
lieasiiy,

Confirmation Mumber

Mew Inventory Adjustment Details l Tax Return List Stamp Order List ] Cloze
Reset Filkers

| Canfimation # ] FEIM ] License ] Branch ] Request Dt ] Requested By ] Tok Gty ] Type ] Statuz Dt ] Status ]
00047217001 02/04/08 VICINIMA 1] Stamp 02/04/09  InProcess )
00047216001 02/03/09  WICINIM1 1 Stamp 02/03/03  InProcess
00047215001 02/03/09 1 Stamp 02/03/09  InProcess
00047813001 02/02/09 VICINIMA 1 Stamp 02/02/09 Pending Approval
00047303001 01/30/03 GALLEGOSE 1 Stamnp 0/30/03  InProcess
00047204001 01/30/08 VICINIMA 1]

Stamp 01430/09 Cancel
np

00047777001 01/27/09  GALLEGOSE 0 Stamp 42709 | |
00047776001 01/27/09  MITOD45E i Stamp 0142709 Pending Approval
00046531001 03/14/08  MITOD458 7606 OTP 03417/08  Approved

0004E520001 03/14/08  MITOD458 102 aTe 03417/08  Approved

00046573001 03/14/08  MITOD45S 7647 OTP 03A17/08  Approved

00046572001 03/14/08  MITOD45 20798 0OTP 03A17/08  Approved

00046576001 03/14/08 MITOD458 27 aTe 03A17/08  Approved

00046572001 03/14/08  MITOD458 12538 0OTP 03417/08  Approved

0004E562001 03/14/08  MITOD458 123600 Cigarette  03/17/08  Approved =

CWEB FILER> -» Inventony Adjustment List

Subrmit l Cancel l Cloze

Mame: TOBACCO & CANDY CO [ FEinssh: [ License: [ Branch: R

Confirmation #: 00047735001 Tax WL | Retumn Type: Seq |Status: In Process | Access: Update
hccourt Branch  Adjusiment Type Starps |

.Begin .Begin " End | End I Stamp Code Starmp Attribute Rl | Stamp I Adjuzstment I Laszt
Serial | Stamp | Stamp | Serial | Cd | Description D D ezcription Pad Gty Reason UserD

Adjustment Reazon Stamp Code Stamp Attribute Save |
A N A Add

® Full Rall / Pad Begin Serial # End Senial # Serial # Begin Stamp # End Stamp # Stamp # _ Chanae |

" Partial Rall / Pad [ [ Mot Rieadable [ [ [ Mot Readable Duplicate

| Deleh
Guantity Rolls / Pads e.e &
&] Quantity Stamps | Notes Subrnit

WEB FILER> -» Inventory Adjustment List -» Inventory Adjustment Detail
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2.2 CREATING ANEW STAMP INVENTORY ADJUSTMENT

Step 1 - Press New Inventory Adjustment button.

To create a new inventory adjustment the user will press the New Inventory Adjustment
button from the Inventory Adjustment List.

B QA | Michigan Tobacco Tracking System (MITO0456)

Confirmation Humber

Mew lreentory Adjustment ‘ Detailz ‘ Tax Return List Stamp Order List ‘ Close
Reset Filters
.Confilmation # [ FEIM [ Licensze [ Branch . Request Dt [ Requested By [ Tot Gty [ Type [ Statuz Dt [ Status

Stamp

0004?81 EDD1 02/03/09  WICIMIM1 1 Stamp DZ;’DS;’DS In Process

00047815001 02/03/09 1 Stamp 02/03/09 In Process

00047513001 02/02/09  WICINIMA 1 Stamp 02/02/03  Pending Approval
00047303001 01/30/03 GALLEGOSE 1 Stamp 01430409 In Process

00047204001 01/30/09  WICINIMA 1] Stamp 01430409 Cancel

00047738001 01/30/09  MITOD45E ] Stamp 0143009  In Process

00047777001 01/27/09 GALLEGOSE ] Stamp 01/27/09 Cancel | |
00047776001 01/27/09  MITO0456 ] Stamp 01427403 Pending &pproval
00046581001 03/14/08  MITOD458 7806 OTP 0311708 Approved

00046520001 03/14/028  MITOD452 102 oTP 0311708 Approved

00046573001 03/14/08  MITOD458 73647 OTP 03417408 Approved

00046578001 03/14/08  MITOD458 320798 OTP 0341708 Approved

00046576001 03/14/08  MITO0458 27 oTe 03417408 Approved

00046572001 03/14/08  MITOD458 61293 OTP 0311708 Approved

00046562001 03/14/08  MITOD452 123600 Cigarette  03/17/08  Approved e

<WEB FILER> -» Inwventory Adjustment List

-13 -
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Step 2 - Select Account

The screen will appear completely blank. This has not changed from the way that
inventory adjustments are currently created. User will choose the correct account
information from the list that is displayed when they click on the arrow. The user will
only receive the accounts that are associated to the user id that they are logged in as.

I QA | Michigan Tobacco Tracking System (MITO0456)

Name: | FEIN/SSN: | Licerse: | Branch: | Ml
Confirmation #: 00047518001 Taw: Return Type: Seq | Status: |n Process | Access Add

Account l

FEIM Licenze Tax Type

Update

/

<wEB FILER> -» Inventory Adjustment List -» Inventory Adidstment D etail

count [nformation

123456789 00055555 TOBACCO & CaMDY
123456789 00077777 TOBACCO & CAMDY
123456789 00077777 TOBACCO & CAMDY
12345R7R0 NNNKRRARRR TOBACCO & CAMDY

-14 -
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Step 3 - Select Branch
The user chooses the appropriate branch for the inventory adjustment. Pressing Next
button will take you to the adjustment tab. Choose Stamps then press the Next button to

go to Stamp Tab.

B QA | Michigan Tobacco Tracking System (MITO0456)

Submit ‘ Carcel ‘ Cloze
Name: TOBACCD & CANDY [ FEmssan: [ Licenze: [ Branch: [m
Confirrnation #: - 00047520001 Taw: WL | Returm Type: Seq: | Status: |In Process | Access Update
Account | " Adiustment Tvpe || Cigareis T Stamps
Branch Branch Branch Customer System  Stamping
ax Branch #  Branch # Agent

Branch Mame FEIM License T
Wi

Back Menst

B QA | Michigan Tobacco Tracking System, (MITO0456)

Subrnit ‘ Carcel ‘ Cloze

Name: TOBACED & CANDY [ FEmsssn: [ Licenze: [ Branch:
Confirrnation #: - 00047520001 | Taw: WL |F|etum Type: Seq: |Status: In Process

| Access: Update

Account Branch | Adjustment Type || Bzt T Stamps

Adjuztment Categony

" Cigarette

Back I ent

-15-



MICHIGAN FILER Addendum — Stamp Adjustments

Step 4 - Enter stamp adjustments.

The stamp tab is the only tab that has been changed. The cigarette and OTP tabs remain

the same. New buttons explanations and definitions can be found in section 1.

<OTE
Important Note to User: The Cancel button is used to cancel the entire inventory
adjustment that has been created. The Cancel button is different than the Delete
button. If you press the Cancel button and you have Inventory Adjustments entered,
the entire list of inventory adjustments will be cancelled. The user should use caution
when pressing the Cancel button.

Bl QA | Michigan Tobacco Tracking System (MITOD456)

Cancel

Submit

Name: TOBACCO & CANDY CO | FEmsssn: [ License: | Branch: we M
Confirmation #: 00047735001 Taw: WL | Fetun Type: Seq: | Status: In Procesz | Access Update
Account Branch  Adiusiment Type (1ol Stamps |

-Begin -Begin " End | Erd | I Stamp Code I [ Stamp Attribute Rl | Stamp I Adjustment I Last

Serial | Stamp | Stamp | Serial | Cd Description 1] Diezcription Pad ity Feason UzedD

Adjustment Reason Stamp Code Stamp Attribute Save |

[ R [ 3 '_PL” Add

® Full Roll / Pad Begin Serial ## End Serial # Serial #t Begin Stamp # End Stamp # T Change

" Paitial Roll / Pad [ [ ™ MotReadable | - |_P_ ™ Mot Readable Duplicate |
Guantity Rallz / Pads | %

&] Quantity Stamps | Notes Submit

<WEB FILER> -» Inventory Adjustment List - Inventary Adjustment D etail

-16 -
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uo'ﬁ
Important Note to User: An Inventory adjustment cannot be submitted empty. If
you have not entered any adjustments and you press the Submit button you will
receive the error shown below stating that you have invalid items. You must enter an
adjustment before pressing submit. If you enter into the New Adjustment screen
accidentally you may press the Cancel button to cancel the adjustment.

Il QA | Michigan Tobacco Tracking System (MITO0456)

l Subrmit l l Cancel l Cloze
Mame: MOTOR CITY T | License: 00050003300 | Branch: 000500053 'wWC | I
Confirnation #: 0004779884 | 1uaid Stémp Code. Seq | Status: |n Process | Access Update

2 Invalid Adjustment Reazan,
3 Invalid Begin Seriali.

4: Invalid End Seriali.

B Quantity of Rollz/Pads

E: (uantity of Stamps

7: Invalid Stamp Attribute.

8: Mote Required.
W arhings:

Last
zerlD

Adjuztment
Reason

Begin | Begin | End
Senal | Stamp | Stamp

Adjustment Reason p diltribute C

t]@: ]

@ Full Roll / Pad Begin Stamp # End Stamp # Stamp #

) Partial Rall / Pad [ J L] Mot Readable
.

Buantity Stamps :] ‘

<WEB FILER> -» Inventory Adjustment List -» Inventorny Adiustment D etail
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Step 5 - Press Add button

The first step in creating an adjustment is to press the Add button. Until this
button is pressed the user will not be able to choose any options or enter any
information into the bottom portion of the screen

Step 6 - Select Adjustment Reason

You can choose your adjustment reason from the list that is provided or you may
type the adjustment code in manually if you know the code.

B QA | Michigan Tobacco Tracking System (MITOD456)

Subrmit Cancel

Narme: TOBACCO & CANDY COfe ) | Bianch [Mi

Confirmation #: 00047732001 Tax | Access: pdate
Acoount Branch  Adjusiment Type 1 g, [z
Begin | Begin | End | End Stam) | Mstment Last
Serial | Stamp | Stamp | Serial | Cd | Desc [ Code | Description | fpason UgerdD
= = = _ BD'  BadDebt
] D amaged G oods E
al Other Inventory Adjustrments
FR Product Retum
: RR  Retums from Retailers =
%ustment Reason Stz |55 Shart Shipped
E][:] TB Transfers between Branches :
. i T Thaft
® Fuyll Rall / Pad Begin Serial £ Stamp #
O Partial Foll / Pad | ot Fieadable
ind | i Drelet
Quantity Rolls / Pads [ i CEree
(e Ty T | —

<WEB FILER> -» Inventory Adjustment List - Inventary Adjustment D etail
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Step 7 - Select Stamp Code

Choose the type of stamp that you are adjusting by either pressing the arrow and
receiving the box shown below or by typing in the stamp code. (Example 1A, 1B,

1C, etc)

B QA | Michigan Tobacco Tracking System (MITO0456)

Name: TOBACCO & CaMDy CI)

Confirnation #: 00047733001

Taw

'Begin Begin | End | End
Serial | Stamp | Stamp | Serial | Cd

® Full Rall / Pad
1 Partial Rell / Pad

Adjustment Reason
E] DAMAGED GOODS [
B e?in Senial £

Quantity Ralls / Pads [

Buantity Stamps MNotes |.

Acoount  Branch  Adustment Type i g,

Stam)

| Branch W [l

| Accesst Update

Desc

Ste

Standard-Pad-20
Standard-Pad-25
Standard-Pad-1
Indian-Roll-20
Indian-Fad-20
Indian-Pad-25

Find |

Cancel |

I Add

Save

S Change
ot Readable Duplicate
Delete

Submit

<WEB FILER> -» Inventory Adjustment List -3 Inventary Adjustment Detail

-19 -
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Step 8 - Select the Attribute

In October of 2008, Michigan changed the appearance of the stamps that could be
ordered by the tobacco community. In order to allow that both old (Pre Oct 2008)
and new (After Oct 2008) stamps were able to be adjusted, the stamp attribute
was added to the system. Choose the attribute that corresponds with the stamp
that is being returned.

Bl QA | Michigan Tobacco Tracking System (MITOD456)

L 5 tamp Attributes

Canfirmal

- Fim:‘“/°

Begin
Senal

Packet | Shape

d Rall 20
Standard Roll 20

tardar

Original E
Mods

8 Oct 200

3 Square

Find | Cancel |

LWEB FILER> -» Inventory Adjustrment List - Inventony Adjustment D etail

-

“01'5

The only attributes that will appear in the list are attributes that are associated
with the Stamp Code (Stamp Type) that have been selected. Shown in the example
above, the user has selected Stamp Code 1A — Standard Roll 20. There are only two
attributes that are currently associated to that Stamp Code.

-20 -



MICHIGAN FILER Addendum — Stamp Adjustments

Step 9 - Choose Full or Partial Roll /' Pad

| ® Fyll Rl / Pad
" Partial Foll / Pad

If you are doing an adjustment and have returned the entire roll or pad, choose Full Roll /
Pad here. If you have returned only a portion of the roll or pad, choose Partial here. This
will always default to Full.

Step 10 - Enter Serial Numbers

If the user is able to read the serial numbers they should be entered into the Begin
and End Serial # boxes. Note that if you choose Partial Roll / Pad you will NOT
be able to enter the End Serial #. If entering Partials the user cannot cross over
multiple serial numbers. These adjustments will have to be entered on separate
line items.

B QA | Michigan Tobacco Tracking System (MITO0456)

Incow

Submit

Cancel

Name: TOBACCO & CANDY CO | FEIN/asN: | License: | Branch W [l
Confirrnation #: - 00047735001 Taw: "W | Retun Type: Seq: | Status: |In Process | Access Update
[Account | | Branch || Adustment Type. | Cizzrcte| | O[EL | Stames |

-Begin -Begin " End | End I Stamp Code Stamp Attribute Rl | Stamp I Adjuztment I Lasgt
Senal | Stamp | Stamp | Senal | Cd | Descrption ] Description Pad Qb Reazon UszelD

Adjustment Reazon Stamp Code Stamp Attribute Save |
[0G | ~J[DAMAGED GOODS [a  =J[STANDARD-ROLL-2C [8  ~J[OCT 2008 MODS STANDARD ROLL 20 add
® Full Fall / Pad Begin Serial # End Serial # S erial # Beqin Stamp # End Stamp # Stamp # Change
" Partial Roll / Pad [C198 [Czo01 [ Mot Readable (o000t [z0000 ™ Mot Readable Duplicate |
Drelet
Quantity Rolls / Pads ([0 | elete

&] Guartity Stamps E Notes Submit

ZWEB FILER> -» Inventory Adjustrment List -3 Inventony Adjustrment Detail

-21 -



MICHIGAN FILER Addendum — Stamp Adjustments

-

NOTE
If the Full roll or pad is checked and the user enters both Beginning and Ending

serial numbers the Quantity of Rolls / Pads will be auto calculated based upon the serial
numbers entered.

I QA | Michigan Tobacco Tracking System (MITO0456)

Submit Cancel

Mare: TOBACCO & CANDY CO | FEmsssn: [ License: | Branch we M

Confirmation #: 00047735001 Tax WL | Retun Type: Seq: |Status: In Process | Access: Update
ccount | | Branch | | Advsiment Type | Cizeie | if | Stamps |

[ Begin [ Begin " End Stamp Code Stamp Attribute
Senal | Stamp | Stamp | Serial Description Description

Rl |
Pad

Adjuztment
Reason

Adjustment Reazon Stamnp Code Starnp Attribute Save |
DG | ~]IDAMAGED GOODS |'|A _‘]'ST.&NDAHD-HDLLQE 5 | ~]IOCT 2008 MODS STANDARD ROLL 20 add
@ Full Rall / Pad Begin Gerial # End Serial# Serial # Begin Stamp # End Stamp # Stamp # _ Change |
" Partial Foll / Pad |C1 998 *|C2UU'| [ Mot Readable [o00m [Z0000 " Mot Readable Duplicate
Drelet:
Quertty Rols /Pack i) Moz
—]B ek Quantity Stamps 120000 Motes _]Smelt

LWEB FILER> -» Inventory Adjustrent List -» Inventory Adjustment Detail
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Step 11 - Serial # Not Readable

If the user is unable to read the serial number that is on the stamps that are being
returned they can check the checkbox that is labeled Serial # not readable. Based
on this checkbox certain items within the form will become enabled or disabled.
For more information regarding this see the section titled Screen Functionality.

Bl QA | Michigan Tobacco Tracking System (MITOD456)

i lg entore

IEASITY

Narne: TOBACCO & CANDY CO | FEmsssn: [ License: | Branch: we M

Confirmation #: 00047733001 Taw: WL | FRetun Type: Seq: |Status: In Frocess | Access: Update
{coount | | Branch_ | Aduustment Type | Ciozzie | (if . Stamps |

.Begin .Begin " End | End I Stamp Code Stamp Attribute Rl | Stamp I Adjustment I Last
Senal | Stamp | Stamp | Seral | Cd | Description [ Description Pad Gy Feazon UzeD

Adjustment Beason Starmp Code Stamp Attribute Save ]
DG | ~]IDAMAGED GOODS [a  ~][STANDARD-ROLL-2C (8 ~J[OCT 200%MODS STANDARD ROLL 20 add
® Full Roll / Pad Begin Serial # End Serial Senial # Begin Stamp # End Stamp # Stamp # Chanae ]
" Partial Foll / Pad [oooo0 ) [ooooo ] [+ Mot Readable |UUUU1 |3UUUU " Mot Readable Duplicate
Drelet
Quantity Rolls / Pads [ e
&] Quantity Stamps (120000 Notes m

LWEB FILER> -» Inventory Adjustrent List -» Inventory Adjustment Detail

Serial # Not Readable — Notice that certain fields that are disabled / enabled / prefilled
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MICHIGAN FILER Addendum — Stamp Adjustments

Step 12 - Enter Stamp #’s / Quantities

Based on the choices that are made will determine if the user needs to enter
quantities of stamps and stamp numbers. In the example below the user has
chosen full roll / pad so the Stamp numbers do not need to be entered. The boxes
are auto populated with the correct data. The quantities are determined for the
user and populated as well.

B QA | Michigan Tobacco Tracking System (MITO0456)

Bl
ITEASTY

Subrmit l Cancel l Close
Mame: TOBACCO & CANDY CO0 | FEIn/ssN: | License: | Branch W [l
Confirnation #: 00047733001 Taw WL | Return Type: Seq: |Status: In Process | Access: pdate
CAccount  Branch  Adusiment Type [iccic Stamps |
-Begin -Begin " End | End | I Stamp Code I [ Stamp Attribute Rl | Stamp I Adjuztment I Last
Serial | Stamp | Stamp | Serial | Cd Dezcription D Dezcription Pad Gty Reason UzerdD

Adjustment Reason Stamp Code Stamp Attribute Save |
DG | ~]IDAMAGED GOODS [a " =J[STANDARD-ROLL-2C [8  ~J[OCT 2008 MODS STANDARD ROLL 20 Add
& Full Bl / Pad Beqgin Serial # End Serial Senial # Begin Stamp # End Stamp # Stamp # m}
" Partial Roll / Pad |C1338 |C2001 [ Mot Readahle | (AT | {30000 | [ Mot Readable Duplicate
Delet:
Quantity Ralls / Pads e.e =
 Back | Quantity Stamps (120000 Nates _ Submit |

<WEB FILER> -» Inventory Adjustment List -3 Inventary Adjustment Detail
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MICHIGAN FILER Addendum — Stamp Adjustments

Step 13 - Enter Note

The user must enter a note to indicate why the stamps are being returned. The
user should write something that is meaningful to them and the State of Michigan
employee.

B QA | Michigan Tobacco Tracking System (MITO0456)

indow

In

Dty
INEASUIY,

Subrmit l Cancel l Close

Name: TOBACCO & CANDY CO | FEIn/ssN: | License: | Branch W [l

Confirmation #: 00047735001 Taw WL | Return Type: Seq: |Status: I Process | Access Update

-Begin -Begin " End | End I Stamp Code Stamp Attribute Rl | Stamp I Adjuztment I Last
Serial | Stamp | Stamp | Serial | Cd Dezcription D Dezcription Pad Gty Reason UzerdD

Adjustment Reason Stamp Code Stamp Attribute Save |
DG | ~|IDAMAGED GOODS [4 " -|[sTANDARD-ROLL-2C [8 | -J[OCT 2008 MODS STANDARD ROLL 20 Add
& Full Bl / Pad Begin Serial # End Serial # Senial # Begin Stamp # End Stamp # Stamp # m}
™ Patial Rall / Pad |C1338 |C2001 [ Mot Readable (00001 |/ 50000 J " Mot Readable Duplicate
: Delet:
Quantity Ralls # Pads These rollz were all damaged during shipment &]

ek | Buantity Stamps (120000 Notes _ Submt |

<WEB FILER> -» Inventory Adjustment List -3 Inventary Adjustment Detail
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MICHIGAN FILER Addendum — Stamp Adjustments

Step 14 - Press the Save Button

When the save button is pressed, the inventory adjustment will be saved to the list
and the system is now ready to accept another adjustment. The user should press
the Add button to do more adjustments or if they are done with adjustments, the
Submit button should be pressed.

B QA | Michigan Tobacco Tracking System (MITO0456) CEX

Name: TOBACCO & CANDY CO | FEIn/ssN: | License: | Branch W [l

Confirmation #: 00047735001 Taw WL | Return Type: Seq: |Status: I Process | Access Update
ccourt | Branch || Adiustment Type | [ (5221 | 01| Stamps |

-Begin -Begin " End | End I Stamp Code Stamp Attribute Rl | Stamp I Adjuztment I Last
Serial | Stamp | Stamp | Serial | Cd Dezcription D Dezcription Pad Gty Reason UzerdD

8 Oct 2008 Mo ndard Rol 4

Adjustment Reason Stamp Code Stamp Attribute Save |
DG | ~/IDAMAGED GOODS [& " -/[sTANDARDROLL-2C [8 | -|[OCT 2008 MODS STANDARD ROLL 20 Add
& Full Bl / Pad Begin Serial # End Serial # Senial # Begin Stamp # End Stamp # Stamp # m}
™ Patial Rall / Pad |C1338 |C2001 [ Mot Readable (00001 |/ 50000 J " Mot Readable Duplicate
: Delet:
Quantity Ralls # Pads These rolls were all damaged during shipment. &]

ek | Buantity Stamps (120000 Notes  Submt |

<WEB FILER> -» Inventory Adjustment List -3 Inventary Adjustment Detail
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MICHIGAN FILER Addendum — Stamp Adjustments

Step 15 - Press the Submit Button

When the submit button is pressed the user no longer has any options other than
to close the adjustment. They cannot add, change or delete and they are also not
able to press Submit again. This adjustment will go into a Pending Approval
status for someone in the Tobacco unit at the State of Michigan to approve.

Bl QA | Michigan Tobacco Tracking System (MITOD456)

Trezsllrf

Narne: TOBACCO & CANDY CO | FEmsssn: [ License: | Branch: we M

Confirmation #: 00047735001 Taw: WL | Return Type: Seq: |Status: Pending Approval | Access: Inguiy
{coount | | Branch_ | Aduustment Type | Ciozzie | (if . Stamps |

.Begin .Begin " End | End I Stamp Code Stamp Attribute Rl | Stamp I Adjustment I Last
Senal | Stamp | Stamp | Seral | Cd | Description [ Description Pad Gy Feazon UzeD

8 Oct2008 Standard Rol 4

Adjustment Reason Stamp Code Starnp Attribute Save |
DG | - /IDAMAGED GOODS [a -|[5TANDARD-ROLL-2C [& | -|[0OCT 2008 MODS STANDARD ROLL 20 sdd |
® Full Roll / Pad Begin Serial # End Serial # Carial # Begin Stamp # End Stamp # Stamp 3 ﬂ]
" Partial Foll / Pad |C1 998 |C2UU'I [ Mot Readable (00001 [z0000 [ Mot Readable Duplicate
Drelet
Guantity Raoll: / Pads C] These rolls were all damaged during shipment. &]
Btk Quantity Stamps [120000 Ml

LWEB FILER> -» Inventory Adjustrent List -» Inventory Adjustment Detail
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MICHIGAN FILER Addendum — Stamp Adjustments

M QA | Michigan Tobacco Tracking System (MITO0456)

Iedsuny;

Confirmation Murmber

Fieset Filters

Confirmnatiorn FEIMN License

00047955001 331935876 00050003500
00047306001 3319358756 00050003500
00047904001 331999876 00050004300
00047903001 381999876 00050004300
00047902001 381339875 00050005300
00047901001 381339875 00050005300
00047833001 381339875 00050005300
00047830001 3319338756 00050003300
00047820001 331933875 00050003300
00047819001 331939875 00050003500

00047776001 331933876 00050003300
00025527001 331933875 00040020800
00013173001 381933876 00040020800
00005242001 381933876 00050003300
O000G84E001 331939376 00050005500

EBranch

000500033
000500033
000500093
000500093
000500033
000500033
000500033
000500033
000500033

Mew Inventary Adjustment ‘ Details ‘ Tax Return List

Stamp Order List | Cloze

03/08/09
02/27/09
02/27/09
02/27/09
02/27/03
02/27/03
02/25/03
02/05/09
02/04/09

.HequastDl Requested By I Tat Gty

000500033

000500033

000400208
000400208
000500093
000500033

02/04,/09

01427409
0117407
03/17/06
03/13/05
09/15/05

of o s W= =

5202

77348
-12400
-BE320

Type

Stamp
Stamp
Stamp
Stamp
Stamp
Stamp
Stamp
Stamp
Stamp
Stamp
P
Stamp
oTP
oTP

Cigarette
Cigarette

| Status Dt

03/08/09
03/03/09
03/03/09
03/03/09
03/03/09
03/03/09
03/03/09
02/05/09
03/03/09
02/04/09

01/27/09
01/18/07
03/17/08
03/13/05
08/18/05

Status

Approved
Approved
Approved
Approved
Approved
Approved
Approved
In Piocess
Approved
Cancel
Pending Approv:
Pending Approval
Approved
Approved
Approved
Approved

<WEB FILER> -» Inventory Adiustment List
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SECTION III: SCREEN FUNCTIONALITY

-29.-



MICHIGAN FILER Addendum — Stamp Adjustments

This section will describe the different ways that the system will handle items being
checked or unchecked.

I. Full Roll / Pad - Serial # & Stamp # Not Readable UNCHECKED
A. Serial # boxes accept input from user
B. Stamp Numbers will auto calculate based on stamp type/attribute chosen.
(New Roll =1 to 30000 | New Pad = 1 to 1500 | Old Roll or Old Pad = zeroes)
C. Quantity of Rolls/Pads will auto calculate based on serial #’s entered.
D. Quantity of Stamps will auto calculate based on serial #’s entered.

Adjustment Reason Stanp Cade Stannp Attribute Save |

DG | ~)|DAMAGED GOODS 14 ~||STaNDARD-ROLL-2C (8 [EHDET 2008 MODS STANDARD ROLL 20 Add

® Full Raoll / Pad Begin Serial # End Sernial # Serial # Begin Stamp # End Stamp # Stamp # Change

" Partial Roll / Pad [C1458 [C1459 [ Mot Readable {00001 (30000 [ Mot Readable Duplicate
Delet

[uantity Folls / Pads |2 e.e £
& Quantity Stamps |£0000 Motes e
WEB FILER> -» Inventomy Adjustrent List -> [hventory Adjustment Detail

1. Full Roll/Pad — Serial # & Stamp # Not Readable CHECKED
A. Serial # boxes auto-filled with zeros.
B. Stamp # boxes are auto-filled with zeros
C. Quantity of Rolls/Pads is mandatory and will accept input.
D. Quantity of Stamps is mandatory and will accept input

Adjustment Reason Stamp Code Stamp Attribute Save |
DG | ~J[DAMAGED GOODS 14 | ~JISTAMDARD-ROLL-2C. (8 | ~][OCT 2008 MODS STAMDARD ROLL 20 Add
® Full Foll / Pad Begin Serial # End Serial # Sarial Begin Stamp # End Stamp # Stamp # Chanae
" Partial Foll / Fad {00000 {00o0n [ Mot Readable (00000 {00000 [+ Mot Feadable Duplicate
Quantity Rolls # Pads { De?ete
% Quantity Stamps |30000 Mates Sl
<WwEB FILER > -» Inventory Adjustment List -» Inventom Adjustment Detail

-30 -



MICHIGAN FILER Addendum — Stamp Adjustments

Adjustment Reazon Stamp Code Stamp Attibute Save |

DG | ~][DAMAGED GOODS 14 ~]|STANDARD-ROLL-2C 8 ~JIOCT 2002 MODS STANDARD ROLL 20 add

® Full Rall / Pad Begin Serial # End Senial # Serial # Begin Stamp # End Stamp # Stamp # Change

" Partial Roll / Pad (A} (o000 ¥ Mot Readable (00012 [oo0z0 ™ Mot Beadable Duplicate
Delete

% Quantity Stamps |9 Motes Submit

Full Roll/Pad - Serial # Not Readable CHECKED / Stamp # Not Readable

UNCHECKED

A. Serial # boxes auto-filled with zeros.

B. Stamp # boxes are auto-filled with zeros or values. (See Important Notice
below)

C. Quantity of Rolls/Pads is mandatory and will accept input.

D. Quantity of Stamps is mandatory and will accept input

-

Guantity Rollz # Pads |1

<wEB FILER > -» Inventory Adjustment List -» Inventom Adjustment Detail

Important Notice to User: Prior to October 2008 stamp numbers did not exist. If
the attribute that is chosen does not begin with “OCT 2008 MODS” the Begin and
End Stamp Number boxes will auto-fill with zeros.

IV.  Full Roll/Pad - Serial # Not Readable UNCHECKED / Stamp # Not
Readable CHECKED
A. Serial # boxes accept are mandatory and will accept input.
B. Stamp # boxes are auto-filled with zeros or values. (See Important Notice
below)
C. Quantity of Rolls/Pads will auto-calculate based on serial #’s entered.
D. Quantity of Stamps is mandatory and will accept input
Adjustment Reazon Stamp Code Stamp Attibute Save |
DG | -][DAMAGED GOODS [14 | -][STANDARD-ROLL-2C [8 | -J[OCT 2008 MODS STANDARD ROLL 20 add
® Fuyll Roll / Pad Begin Serial # End Seral Serial # Beqin Stamp # End Stamp # Stamp # Chanoe
" Partial Roll # Pad [C1543 [C1550 E_:Not Readable (00000 (00000 [+ Mot Readable Duplicate
uantity Raolls / Pads Delete
& : Q:Iantity Stamps Iguuuni Motes 5 ubit
<wEB FILER> -» Inventary Adjustment List -» Inventomy Adjustment Detail

- |
Important Notice to User: Prior to October 2008 stamp numbers did not exist. If
the attribute that is chosen does not begin with “OCT 2008 MODS” the Begin and
End Stamp Number boxes will auto-fill with zeros.
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V. Partial Roll / Pad — Serial # & Stamp # Not Readable UNCHECKED

A. Begin Serial # will accept input / End Serial # will auto-populate based on
number entered into Begin Serial # box. Partial Roll/Pad does NOT allow for multiple
rolls. User cannot enter partials that cross serial numbers.

B. Stamp Numbers will auto fill based on the attribute that is chosen (See
Important Notice to users below), however the user can change both numbers based on
the actual stamp numbers being adjusted.

C. Quantity of Rolls/Pads will always be 1. User cannot enter partial rolls that
cross serial #’s.

D. Quantity of Stamps will auto fill based on the stamp numbers that are entered.

Adjustment Reazon Stamp Code Stamp Attribute Save |
0G  ~)IDAMAGED GOODS 14 ~J[STAND&RD-ROLL-2C [8 | ~|[OCT 2008 MODS STANDARD ROLL 20 Add
T Full Rall / Pad Begin Serial # End Serial # Serial Begin Stamp # End Stamp # Stamp Change
& Patial Roll / Pad C3365 [C3365 [ Mot Readable (00012 (00020 [ Mot Readable Duplicate
Delet
Quantity Rolls / Pads |1 B.B £
% (luantity Stamps (9 Motes Submit

{WEB FILER> -» Inventory Adjustment List -» Insentory Adjustment Detail

“..(‘)TF.
Important Notice to User: Prior to October 2008 stamp numbers did not exist. If

the attribute that is chosen does not begin with “OCT 2008 MODS” the Begin and
End Stamp Number boxes will auto-fill with zeros.

V1.  Partial Roll/Pad — Serial # and Stamp # Not Readable CHECKED
A. Serial # boxes auto-filled with zeros.
B. Stamp # boxes are auto-filled with zeros.
C. Quantity of Rolls/Pads will always be 1. User cannot enter partial rolls that
cross serial #’s
D. Quantity of Stamps is mandatory and will accept input

Adjustment Reason Stamp Code Stamp Attribute Save |

DG _~|[DAMAGED GOODS 14 ~J[STANDARDROLL-2C [@  ~J[OCT 2008 MODS STAMDARD ROLL 20 Add

O Full Roll / Pad Begin Serial # End Serial # Serial # Eegin Stamp # End Stamp # Stamp # Change

® Partial Ball / Pad (00000 (00000 W Mot Beadable {00000 (00000 W Mot Fieadable Duplicate
Quartity Rolls # Pads [1 DEFEtE

% Quantity Stamps |15 Mites Submit

<WEB FILER> -» Inwentary Adjustment List - Inventory Adjustrment Detail
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VII. Partial Roll/Pad — Serial # Not Readable CHECKED / Stamp # Not Readable

UNCHECKED

A. Serial # boxes auto-filled with zeros.

B. Stamp # boxes are auto-filled with zeros or values. (See Important Notice
below). The values that are entered into the boxes are editable. User should
change the values to indicate the true stamp #’s that are being adjusted

C. Quantity of Rolls/Pads will always be 1. User cannot enter partial rolls that
cross serial #’s.

D. Quantity of Stamps is mandatory and will accept input

Adiustment Reazon Stamp Code Stamp Attribute Gave |
DG | ~][DAMAGED GOODS (14 ~-][5TAMDARD-ROLL-2C [8 | ~J[OCT 2008 MODS STAMDARD ROLL 20 ndd
O Full Roll £ Pad Begin Serial # End Serial # Cerial # Beqin Stamp # End Stamp # Stamp Change
@ Partial Rall / Pad (00000 (00000 [ Mot Readable {00120 (001 25 [ Not Readable Duplicate
Quartity Ralls # Pads 1 Delste
% Quantity Stamps [6 Motes Subrmit
<WEB FILER> -» Inventary Adjustment List - Inventory Adiustrment D etail

noTE

Important Notice to User: Prior to October 2008 stamp numbers did not exist. If
the attribute that is chosen does not begin with “OCT 2008 MODS” the Begin and
End Stamp Number boxes will auto-fill with zeros.

VIIl. Partial Roll/Pad — Serial # Not Readable UNCHECKED / Stamp # Not
Readable CHECKED
A. Begin Serial # is mandatory and will accept input / End Serial # will auto-
populate based on number entered into Begin Serial # box. Partial Roll/Pad
does NOT allow for multiple rolls. User cannot enter partials that cross serial
numbers.
B. Stamp # boxes are auto-filled with zeros.
C. Quantity of Rolls/Pads will always be 1. User cannot enter partial rolls that
cross serial #’s.
D. Quantity of Stamps is mandatory and will accept input
Adjustment Reazon Stamp Code Stamp Attibute Save |
DG | ~][DAMAGED GOODS [14 | -|[STAND&RD-ROLL2C (B ~)[OCT 2008MODS STANDARD ROLL 20 dd
" Full Fioll / Pad Begin Serial # End Sernial # Serial # Begin Stamp # End Stamp # Stamp # Chanae
# Partial Roll / Pad |CaB47 [C5547 [ Mot Readable {0000 (00000 [ Mot Readable Duplicate
Quantity Ralls / Pads [1 D
Bak | guamipStamps 50 ot Submit
<WEB FILER> -» Inventom Adjustment List -> Inventory Adjustment Detail
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